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1. Documentation and Report Format for the 
Project

Project Document

• The project will follow UNEP standard monitoring, 

reporting and evaluation processes and procedures. 

Substantive and financial project reporting requirements 

are summarized in Appendix 8 of the project document. 

Reporting requirements and templates are an integral part 

of the UNEP legal instrument to be signed by the 

executing agency and UNEP. 
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1. Documentation and Report Format for the 
Project(Cont.)

TASKs by THE NATIONAL LEAD AGENCIES 

• Prepare and facilitate endorsement, by the National Fisheries Refugia Committee 
(NFRC), of quarterly costed work plans to guide the execution of national and site-
based activities of the project;

• Submit endorsed quarterly national costed work plans together with a cash advance 
request in the format attached  as Annex 2 to  this document to  the Project 
Coordinating Unit at SEAFDEC at least five (5) working days before the 
commencement of each quarter (i.e. Quarter 1 is January-March; Quarter 2 is April-
June; Quarter 3 is July-September; Quarter 4 is  October-December).

• Prepare and submit quarterly progress reports (Annex 3), expenditure reports (Annex 
4), and cash advance requests (Annex 2) for endorsement by the NFRC and 
subsequent submission to the Project Coordinating Unit at SEAFDEC at least five (5) 
working days before the end of each quarter;

• Prepare annual progress reports on national-level activities (Annex 5) and results of 
efforts to establish operational management of priority fisheries refugia sites in 
[INSERT COUNTRY NAME];
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1. Documentation and Report Format for the 
Project(Cont.)

• Maintain accurate and up-to-date records and documents in respect of all expenditures 
incurred with the funds made available to ensure that all expenditures are in conformity 
with the provisions of the National Project Document and costed work plans endorsed 
by the National Fisheries Refugia Committee. For each disbursement, proper supporting 
documentation shall be maintained, including original invoices, bills, and receipts 
pertinent to the transaction.

• Provide SEAFDEC with certified periodic financial statements, reports on cofinancing
received (Annex 6)and with an annual audit of the financial statements relating to the 
status of SEAFDEC/UNEP/GEF project funds as at 31 December each year. This should be 
reported in an opinion by a recognised firm of public accountants (for a government, by 
Government auditors), which shall be dispatched to SEAFDEC by 31 March. In particular, 
the auditors should be asked to report whether, in their opinion: proper books of 
account and records have been  maintained;  all  project  expenditures  are  supported  
by  vouchers  and  adequate documentation; and, expenditures have been incurred in 
accordance with the objectives outlined in the National Project Document for [INSERT 
COUNTRY NAME] (Annex 1).
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1. Documentation and Report Format for the 
Project(Cont.)

Documentation Authorizations/Endors
ement

Support document Timeline

Quarterly Costed Work 
Plans

NFRC Endorsed during NFRC 
meeting

Cash Advance Request Signed by Focal Point 5 Days before start of 
each quarter

Quarterly Progress 
Report

Signed by Focal Point Report 5 Days before end of 
each quarter

Quarterly Expenditure 
Report

Signed by Focal Point Report 5 Days before end of 
each quarter

Annual report 
Progress Towards 
Achieving the Project 
Objectives 

End of the year

Annual Cofinancial
Report

Signed by Focal Point Adequate 
Documentation

End of the year
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2. Work Plans Document

• Referring to the national work plan 

and timetable for national level 

activities of Component  of the 

SEAFDEC/UNEP/GEF Fisheries 

Refugia Project in each country.

• WP 4.1
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2. Work Plans Document(Cont.)
NB: The expenditures should be reported in line with 

the specific object of expenditures as per project budget

Object of Expenditure in accordance with UNEP Budget codes

10 PROJECT PERSONNEL COMPONENT

1100 Project Personnel                     w/m

1200 Consultants                               w/m

1600 Travel on official business (above staff)

20 SUB-CONTRACT COMPONENT

2100 Sub-contracts  (MoU's/LA's for UN cooperating agencies)

2200 Sub-contracts  (MoU's/LA's for non-profit supporting organizations)

2300 Sub-contracts (commercial purposes)

30 TRAINING COMPONENT

3200 Group training (study tours, field trips, workshops, seminars, etc) 

3300 Meetings/conferences    (give title)

40 EQUIPMENT & PREMISES COMPONENT

4100 Expendable equipment (items under $1,500 each, for example)

4200 Non-expendable equipment (computers, office equip, etc)

4300 Premises  (office rent, maintenance of premises, etc)

50 MISCELLANEOUS COMPONENT

5100 Operation and maintenance of equip.

5200 Reporting costs  (publications, maps, newsletters, printing, etc)

5300 Sundry  (communications, postage, freight, clearance charges, etc)

5400 Hospitality and entertainment

5500 Evaluation  (consultants fees ETC)

Code Description

• UNEP 
Format 
Budget 
Code
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2. Work Plans Document(Cont.)

THREE-MONTHLY (QUARTERLY) PROJECT EXPENDITURE ACCOUNT FOR NATIONAL LEAD AGENCIES

Project Statement of allocation (Budget), expenditure and balance (Expressed in US$) covering the period

from January to March 2017

National Lead Agency: Insert Name of National Lead Agency

MoU Number: SEAFDEC/UNEP/GEF/Country/MoU Number

Project Title: South China Sea Fisheries Refugia Initiative

Project commencing: January 2017

Project ending: December 2021

NB: The expenditures should be reported in line with Project budget allocation Expenditure incurred Unspent balance of budget

the specific object of expenditures as per project budget for the 3-month period for the three-month period  for the three-month period

(Insert dates) (Insert dates) (Insert dates)

Object of Expenditure in accordance with UNEP Budget codes Amount (1) Amount (2) Amount (1-2)

Jan-Mar 2017 Jan-Mar 2017 Jan-Mar 2017

1000 PROJECT PERSONNEL COMPONENT

1100 Project Personnel

1101 Insert object of expenditure (add lines as required) 0.00

1199 Total 0.00

1999 Component Total 0.00

3000

3300 Meetings/conferences

3301 Insert object of expenditure (add lines as required) 0.00

3999 Component Total 0.00

5000

5200 Reporting costs 

5201 Insert object of expenditure (add lines as required) 0.00

5299 Total 0.00

5999 Component Total 0.00

9999 Project Total 0.00

MISCELLANEOUS COMPONENT

Code Description

TRAINING COMPONENT

• UNEP Format Costed Workplans
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3. Budgeting & Cash Advance Request

• Cash 
advance 
Request
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4. Quarterly report

• Quarterly Progress Report
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4. Quarterly report(Cont.)

THREE-MONTHLY (QUARTERLY) PROJECT EXPENDITURE ACCOUNT FOR NATIONAL LEAD AGENCIES

Project Statement of allocation (Budget), expenditure and balance (Expressed in US$) covering the period

from January to March 2017

National Lead Agency: Insert Name of National Lead Agency

MoU Number: SEAFDEC/UNEP/GEF/Country/MoU Number

Project Title: South China Sea Fisheries Refugia Initiative

Project commencing: January 2017

Project ending: December 2021

NB: The expenditures should be reported in line with Project budget allocation Expenditure incurred Unspent balance of budget

the specific object of expenditures as per project budget for the 3-month period for the three-month period  for the three-month period

(Insert dates) (Insert dates) (Insert dates)

Object of Expenditure in accordance with UNEP Budget codes Amount (1) Amount (2) Amount (1-2)

Jan-Mar 2017 Jan-Mar 2017 Jan-Mar 2017

1000 PROJECT PERSONNEL COMPONENT

1100 Project Personnel

1101 Insert object of expenditure (add lines as required) 0.00

1199 Total 0.00

1999 Component Total 0.00

3000

3300 Meetings/conferences

3301 Insert object of expenditure (add lines as required) 0.00

3999 Component Total 0.00

5000

5200 Reporting costs 

5201 Insert object of expenditure (add lines as required) 0.00

5299 Total 0.00

5999 Component Total 0.00

9999 Project Total 0.00

MISCELLANEOUS COMPONENT

Code Description

TRAINING COMPONENT

• Quarterly Expenditure Report
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5. Annual Report of Progress Towards Achieving the 
Project Objectives :   Project Objectives and Outcomes

13
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5. Annual Report of Progress Towards Achieving the Project 
Objectives :   Project Objectives and Outcomes(Cont.)

14
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6. Annual report of cofinancing

• Cost of a person time 
contributes to the 
meeting of the project

• 70 USD/Person
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7. Good Examples

• The 3 quarter of year 2017 of Cambodia
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Thank you


